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Introduction
This job aid explores how final courses grades are added to students’ records.

Context

Adding final course grades for students is a two step process in MyCampus. Firstly, the grades are
added to the grade roster for that course, then reviewed and approved. Once approved, the second step
is to “post” the grades to the students’ records. When the grades are posted students’ statistics such as
GPA and credits earned will update and students will be able to see their grades in their Student
Center.

Step Action

1. Overview
In this demonstration final course grades will be added for all students enrolled in
ECON 2002.

The first step is to add student grades to the roster and to then approve the roster. This
includes creating the grade roster, adding student grades either directly into MyCampus
or by uploading a spreadsheet with the appropriately formatted grade data, and then
approving the grades. At this stage the grades are not visible to students and are not
counted towards GPA, Term Statistics or in Academic Advisement reports.

The second step is to post the grades. Grade rosters can be posted on an individual
course basis or via a batch process for a specified Subject or School. In this
demonstration the grade roster will be posted for the individual course ECON 2002.
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Click the Grade Roster link.
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Click in the Term field.
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Enter the desired information into the Term field. Enter “2011".

Click in the Subject Area field.

Enter the desired information into the Subject Area field. Enter "ECON".

Click in the Catalog Nbr field.

10.

Enter the desired information into the Catalog Nbr field. Enter "2002".

Ly

E‘ University

of Glasgow

Favorites | Maln Menu > Curriculum Management > Grading > Grade Roster

& NewWindow 7 Help B nitp

Grade Roster

Enter any information you have and click Search. Leave fields blank for a list of 3ll values.

Find an

Maximum number of rows to return (up to 300y (300

Academic Institution:| begins with v || GLSGW Q
Term: bedins with | 2011 Q
Subject Area: benins with |+ | ECON Q
Catalog Nbr: begins with (2002
Campus: beqins with + Q
Sessionm = v‘ ‘ v‘
Course Offering Nbr: = - Q
Class Section: begins with
Description: @l
Class Nbr: = v
[case Sensitive

Search Clear  |pasic Search Save Search Criteria

& Local intranet

L

E100% -

11.

Click the Search button.
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Eremiindow P Help  [E Custornize Page B it
CowrselD: 101136 Economics 28 Offer Nbr: 1 Univarsity of Glasgow
Catalog: ECOM 2002 Class Section:  ADOM 2011-12
Use Blind Grading Class Nbr: 3655 Sernester 2
1 5 wiew =
5 save [\ Returnto Search Motify » Refresh
Grade Roster Type | Grade Roster
< >
Done & Local intranet Gy v 0% -
12. The first step is to create a grade roster. As well as class sections such as lectures,

tutorials etc., each course in MyCampus has an "admin" section, usually with the class
section code ADOL1.

The admin sections have been set up to be the "graded" component for courses i.e. the
component to which final grades are attached.

When creating the grade roster the class section will always default to be the graded
component of the course. In this example the Class Section is ADOL.

13. Select the Grade Roster Type by clicking on the dropdown arrow.
14. To add final course grades click the Final Grade option.
[Final Grade |
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Favuvntes Ma\nvMenu > Curriculum Management

Grag\ng > Grade Roster
ENewwindow P Help  [F Customize Page B hitp

neen
Grade Roster

CowrselD: 101136 Econormics 28 Offer Nbr: 1 University of Glasgow
Catalog: ECON 2002 Class Section: ~ ADO1 201112

Use Blind Grading Class Nbr: 3655 Semester 2
s e osn ]

1 [Final Grade ] [Final Grade f‘:\?fe“j”p”‘ o 0 [create | Post || view | [E =

B Save | [ RetuntoSearch  [Z] Motity | | Refresh

Grade Roster Type | Grade Roster

< | >
Done & Local intranet - ®w -

15. When the Create button is clicked the grade roster will be created and will list all
students enrolled on the course.

Click the Create button.

Favnvntes Mavaenu > [urr\[u\uml\janagemeﬂt > Grag\ng > Grade Roster

Grade Roster Type ﬁﬂwﬂ

[_E’NEWW\TMDW 7 Help [,r/CuamrmzePagE hrlp G |

=

Term: 201112 Class Nbr: 3655 Economics 28

Session: 82 Catalog: ECON 2002
Roster Type
Final Grade Final Grade

Approval Status: Mot Revigwed

11101618 Adkin Claire Amanda Q Schedule A Pending Detail Maote

21101531 Benbernou Natacha ’7Q UG Schedule A Pending  Detail Iote

32013184 Bunter,Hugh [ & uG Schedule A Pending Detal Mot L |

4 1101668 Camphell Lucy ,_Q UG Schedule A Pending  Detail Iiote

51101750 Carder,Matthew ,_O\ UG Schedule A Pending  Detail Dlote

1101448 i’::he‘””“im’ tinda Mg us Schedule A Pending Detal | Note

710707 Crolla,Nadia ,_Q UG Schedule A Pending  Detail Diote

81102073 Din,MNoor-Zehra Mishal ,_O\ UG Schedule A Pending  Detail Iiote

91102210 Daonnelly Samantha ,_O\ UG Schedule A Pending  Detail Dlote

10 1102020 Dornan,Maria Teresa ,_O\ 8]c) Schedule A Pending  Detail Dlote

111102337 Elg Bara Greta Elizanetn | |G uG Schedule A Pending Detal  |Mote

122013300 FeatherHeather [ a uG Schedule A Pending Detal  |Mote

131101743 Ford Christie [ & us Scheduled  Pending Detall  hote

41102175 Graham.Zoe [ a us Schedules  Fending Detal  hote

152013183 GwelfJil [ & uG Schedule A Fending Detall  Mote 3
£ | »
avascriptipaction_win0(document, wind, GRADE_ROSTER_CRSE_GRADE_IMPUIT§prompt$n’); & Local intranet fn - Hioow v
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16. Grades can either be added manually, student by student or the complete grade roster
can be downloaded as a spreadsheet, grades added to the spreadsheet and then uploaded
back into MyCampus.

In this next step a grade will be added manually for a student.

17. Click the Look up Roster Grade button.

tes | Main Menu > Curticulum Management > Grading > Grade Roster

["Look Up

Look Up Roster Grade

SetlD: GLBGWY
Grading Scheme: uoG
Grading Basis: GRD
Grade Input: ‘ begins with ”

begins with

Description:

| LookUp | Clear | Cancel |pasic Lookup

javascript:ptCommonObj. updatePrompt(document wind, #ICROW3);

Search Results
Miew 100 First [q] 1-30 +f230 [i] Last

Grade nput  Description
Deferred Result
Excellent
Exellent
Excellent
Excellent
Excellent

| & Local intranet

| - Bioow -

18. Click the A3 link.

]

Excellent |
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Favuvntes Ma\nvMenu > Curriculum I\janagement Grag\ng > Grade Roster
ENewwindow P Help  [F Customize Page htlp ~
Grade Rostel B
Term: 2011-12 Class Nbr: 3655 Economics 28 Sectl ADD1
52 Catalog: ECON 2002 SeqNbr: 1
Final Grade Final Grade O Display Unassigned Roster Grade Only
Approval Status: Mot Reviewed
L L
11101616 Adkin Claire Amanda A3 Q UG Schedule A Fending Detail [Mate
21101831 Benbernou MNatacha Q us Schedule A Fending  Detail MNote
32013184 Bunter,Huih Q us Schedule A Fending  Detall ote =
41101668 Camphell Lucy aQ ue Schedule A Fending  Detall ote
51101750 Carder,Matthew Q. 8]c) Schedule A Pending  Detail ote
51101448 JCE’::‘]E‘JE”"”E’ Linda % us Schedule & Pending | Detai ote
71101707 Crolla Nadia Q us Schedule A Fending  Detall ote
81102073 Din,Moor-Zehra Mishal Q 8]c) Schedule A Pending  Detail ote
91102210 Donnelly, Samantha Q. 8]c) Schedule A Pending  Detail ote
10 1102020 Dornan Maria Teresa Q UG Schedule A Pending  Detail ote
11 1102337 Ely,Sara Greta Elizabeth QQ 8]¢) Schedule A Pending  Detail ote
12 2013300 FeatherHeather QQ 8]¢) Schedule A Pending  Detail ote
131101743 Ford,Christie QU UG Schedule A Pending Detail ote
141102175 Graham,Zoe QQ UG Schedule A Pending  Detail ote
15 2013183 Gwelf Jill Q UG Schedule A Pending Detail ote o
< | >
& Local intranet a | R -

19. Click the Save button.

Favn'ntes Mam'Menu > Curiculum Management > Grading > Grade Roster
16 2013181 Hamill June | Q@ UG Schedule & Pending  Detail MNote ~
17 1102263 Hamilton,Amy Q, UG Schedule A Pending  Detail hote
Jackson Rosannah
181101970 Sophie Lucinda QU flc) Schedule A Fending  Detail Mate
19 1101834 Lally,Maria Q, UG Schedule A Pending  Detail hote
20 1102200 Lawson Hannah Jane Q UG Schedule A Pending  Detail hote
21 1100013 McCallum,Eadie Murray Q UG Schedule A Pending  Detail hote
22110176z MeCielland Ruth a UG Scheduled  Pending Detal  hote
Catherine - |
231101933 Miller,Micola Heather Q ue Schedule A Pending  Detail Llote
Mutking, Philippa Rose
oy Caraling QU flc) Schedule A Fending  Detail Mate
25 1101609 Pimentil,lona Joy Q, UG Schedule A Pending  Detail hote
26 1101784 Reid katie Q UG Schedule A Pending  Detail hote
27 201385 Smith,Pete Q UG Schedule A Pending  Detail hote
28 2013166 Smyke Sam Q 8]c) Schedule A Pending  Detail hote
29 1101935 Spear, Caitlin Q, 8]c) Schedule A Pending  Detail hote
301100008 Stewar Megan Q, uG Schedule A Fending Detall | [ote
31 1102202 Underwood,lona Q us Schedule A Fending  Detail MNote
322013176 WafleJolly Q ue Schedule A Pending  Detall  |hote
331101736 Wardrope Gillian Q ue Schedule A Fending  Detall hlate
34 1101908 YWilliamson,Lisa Jane Q 8]c) Schedule A Pending  Detail Mate
:Dawn\oad Grade F{oster: Upload Grades ErorLog
5 save | | RetuntoSsarch | [ Motify | | Refresh
Grade Roster Type | Grade Roster
2
£ | ¥
& Lacal intranet Fa v ®aoow -
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20. This step looks at how to download the grade roster, add grades and then upload back
into MyCampus. Grade rosters download as an MS Excel .xls file with the file name
defaulting to the format as shown below:

Subject_Catalog Number_Academic Year.xls
ECON_2002_2011.xls

Before uploading a completed roster it must be saved as a .csv file with the same name
format.

ECON_2002_2011.csv

21. Click the Download Grade Roster button.
Download Grade Roster

|E| University

2 of Glasgow
FBVD'I’IYES MB\H'MEHU > Curr\cu\uml\janagememt > Grag\ng > Grade Roster

16 2013181 Harmill June aQ UG Schedule A Pending  Detail Mate ~
17 1102263 Harnitton, Ay Q UG Schedule A Pending  Detail Mate
Jackson,Rosannah
18 1101870 Sophie Lucinda Q UG Schedule A Pending  Detail Maote
19 1101834 Lally,Maria Q UG Schedule A Pending  Detail Mate
20 1102200 Lawson Hannah Jane Q UG Schedule A Pending  Detail Mate
21 1100013 MeCallum,Eadie Murray QQ UG Schedule A Pending  Detail Mate
MeClelland, Ruth
' o] .
22/1101762 Catherine File Download )
231101833 Miller,Nicola Heather Q
Do you want to apen or save this file?
24 1101717 gutkllns,Fhmppa Rose al
aroline = Name: ECON_2002_2011.xls
25 1101608 Pimentillona Joy aQj l Type: Microsoft Office Excel 97-2003 Worksheet
251101784 Reid Katie s1 From: psdevapp.mis.gla.ac.ul
27 2013165 Srnith, P et
(LD A gpen | [ Seve ] [_Conosl
28 2013166 Smyke, Sam Q
28 1101435 Spear, Caitlin [e]
Y ‘while files from the Intemet can be useful, some files can potentially
301100008 Stewartpegan & @) hemuoin computc: v donot vt he e, da et apen
- save this file. What's the risk?
31 1102202 Underwood,lona [&]
32 201378 Ywaflle,Jolly Q UG Schedule A Pending  Detail hote
331101738 Yardrope, Gillian Q UG Schedule A Pending  Detail hote
34 1101908 YWilliamson,Lisa Jane Q UG Schedule A Pending  Detail hote
Cownload Grade Roster Upload Grades Ermorlog
B Save | & RetuntoSearch | [ Metify | | Refresh
Grade Roster Type | Grade Roster
v
< >
%, Done &4 Local intranet fy v Wi -

22. Click the Open button.
Open I
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(On) 2 LE& = ECON_2002_2011.xIs - Microsoft Excel _ = ox
~ Home | Inset  Pagelayout  Formulas  Data  Review  View  Developer @ - = x
=1 &

Times New Rom - |12 - || A" 7| |=

=% & ocenem = ij ﬁ g 3= Insert ~ é:? lﬁ

3™ Delete ~
- [E- % s [[%3 23 Condtional Format  Cen Sort & Find &
== >=1| Formatting - as Table = Styles ~ LZjFﬂmef' 27 Filter~ Select~

Poate o[- A
te Al A~
st | P[] (oA

Clipboard Font & Alignment o Number ] Styles Cells Editing

Al - (2 f D ¥
A B Fe D E 3 G H ]

1 [ID ame Grade

2 1101616|Adkin,Claire Amanda A3

3 1101531|Benbernou Natacha

4 2013184|Bunter Hugh

s 1101668|Campbell, Lucy

6 1101750|Carder, Matthew

7 1101448|Crabbe Jennifer Linda Jean

8 1101707|Crolla Nadia

9 1102073 |Din,Noor-Zehra Mishal

10 1102210(Donnellv, Samantha

11 1102020|Dornan Maria Teresa 3

12 1102337 |Elg Sara Greta Elizabeth

13 2013300|Feather Heather

14 1101743 |Ford,Christie

15 1102175|Graham. Zoe

16 2013183 | Gwelf Jill

17 2013181 |Hamill, June

18 1102263 |Hamilton Amv

19 1101970|Jackson Rosannah Sophie Lucinda

20 1101834|Lally Maria

21 1102200|Lawson.Hannah Jane

22 1100013 |MeCallum Fadie Murray

23 1101762 |McClelland Ruth Catherine

24 1101933 [Miller Nicola Heather

25 1101717 | Nutkins Philippa Rose Caroline

26 1101609 Pimentil Tona Jow

7 1101784|Reid Katie

W 4 ¥ ¥ | ECON_2002_2011 2 [ m

=

Ready

23. The spreadsheet will contain any grades already added for students

Click into the Grade cells and add grades for students.

24. When all grades have been added to the roster it is saved in a .csv file format.

H9-o-3BEL - ECON_2002_2011.xls - Microsoft Excel - = X
Home | Insert  Pagelayout  Formulas Data  Review  View  Developer @ - = x
) . mreame [ - | == . B A || G=nsert ~ || T ~
= Calibri .m [ a||f =[[®-| [&] |cenerl - ij % g S peve - | - ? lﬁ
e | (B e A o | (et | covotors ot o | . e mron
Clipboard Font & Alignment o Number ] Styles Cells Editing
c32 - (> f] Mv ¥
A B c D E 3 G H ]
1 ID Name Grade
2 1101616|Adkin,Claire Amanda A3
3 1101531|Benbernou Natacha F1
4 2013184|Bunter Hugh My
s 1101668|Campbell, Lucy c1
6 1101750|Carder, Matthew 83
7 1101448|Crabbe Jennifer Linda Jean A2
8 1101707 |Crolla Nadia A3
9 1102073 |Din,Noor-Zehra Mishal F1
10 1102210[{Donnellv, Samantha v
1 1102020|Dornan Maria Teresa ¢l 3
12 1102337 |Elg.Sara Greta Elizabeth 83
13 2013300|Feather Heather A2
14 1101743 |Ford,Christie A3
15 1102175|Graham. Zoe FL
16 2013183 | Gwelf Jill MV
17 2013181 |Hamill, June €1
18 1102263 |Hamilton Amv 83
19 1101970|Jackson Rosannah Sophie Lucinda A2
20 1101834|Lally Maria A3
21 1102200|Lawson,Hannah Jane 1
22 1100013 |MeCallum Fadie Murray MV
23 1101762 |McClelland Ruth Catherine c1
24 1101933 | Miller Nicola Heather 3
25 1101717 | Nutkins Philippa Rose Caroline AZ
26 1101609 Pimentil Tona Jov A3
7 1101784|Reid Katie F1
W <+ M| ECON_2002 2011 2 [ m
Reacy | E3
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25.

For this operating system, click the Office button.

= ECON_2002_2011.xls - Microsoft Excel - =
b View  Developer @ - o x
. ! ) Gemset~  E -
General glg% 3%% E;% oome- | G- %q' F?a
% apen R e o o~ sy« | [3Format~ || O Fer: saiet-
= Number U Styles Cells Editing
["ES Conyert ¥
e s} E F G H 1 L
H Save I Grade

A3
= F1
B s =
c1
@ Print > 83
Az
@ Prepare  * 3
F1
— MY

g sene 0 |
83
gs&i. Publish  * Az
23
Y F1
L] Close o
5 " - c1
19 1101970|Jackson Rosannah Sophie Lucinda AZ
20 1101834|Lally Maria A3
21 1102200|Laswson Hannah Jane 1
22 1100013 |MeCallum Eadie Murray MV
23 1101762 |{McClelland Ruth Catherine €1
24 1101933 | Miller Nicola Heather 83
25 1101717 |Nutkins Philippa Rose Caroline A2
26 1101609 |PimentilIona Jov 3
27 1101784 |Reid Katie F1

A [ m

| < » »| ECON_2002 2011

Ready

Count: 4

26.

Click the Save As menu option.

Save As  k
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i start

@ H9 - AL ) - ECON_2002_2011 x5 - Microsoft Excel - o
b View  Developer @ - 7 x
D HNew Save a copy of the document — - o = [T - 5 -
2.2y Excel Workbook i % lg 3 petete - || [@- %& fia
e il | Save the file as an Excel Workbook. - |E§. % 1 ‘ <8 ;%||| Conditional Format  Cell Sort & Find &
7 Qpen = == >=1| Formatting - as Table ~ Styles ~ E_LIFWNV &7 Filter~ Select~
(1 Excel Macro-Enabled Workbook & Number & Styles Cells Editing
) comyert Save the workbook in the XML-based and ¥
- macro-enabled file format. =
i c D E F G
{2 1y Excel Binary Workbook
H Save msa| SAVE the warkbook in a binary file format Grade
optimized for fast loading and saving. A3
F1
& — Excel 97-2003 Workbook
= =il | Save a copy of the workbook that is fully Y
compatible with Excel 97-2003. c1
L@ Print 4 [ OpenDocument Spreadsheet 83
5| Save the workbook in the Open Document A2
Format. s
PDF or XPS F1
Fublish a copy of the warkbook as a POF ar e
[ sena > XS file.
d o =
Other Formats =
~ Open the Save As dialog box to select from =
L/ Publish ¥ all passible filz types. AZ
A3
“ F1
Close
MV
c1
2] Excel Options | | X Exit Excel
Eaal 1 1VL LU L LA LU, S 83
19 1101970|Jackson Rosannah Sophie Lucinda A2
20 1101834|Lally, Maria A3
21 1102200|Lawson,Hannah Jane 1
22 1100013 |McCallum Eadie Murray MV
23 1101762 [MeClelland Ruth Catherine [
24 1101933 |Miller Nicola Heather 83
25 1101 Nutkdins Philippa Rose Caroline AZ
26 1101609|Pimentil Tona Jov A3
7 1101784|Reid Katie F1
W ¥ | ECON_2002 2011 ¥ 0 I I
Ready | (2 | Count: 4 =) )

217. Click the Other Formats menu option.

=—f Other Formats

all possible file types,

Cpenthe Save As dialog boxto seledt from

) 9 [QEEE )T ECON_2002_2011.xls - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer
o 1 Seapnsert v
B & General - % I | o nee
e} 3 Delete -
Paste o < % 9 |[%3 %8| Conditional Format cal -
- ] LEcIE] Formatting - as Table ~ Styles = || o Format
Clipboard & Font i Alignment i Number o Styles Cells

@ -
AT

L2~ Filter~ Select~

]

®

Sort & Find &

Editing

savein: | (2 Desktop
) (L3My Documents
' My Computer
My Recent &J 1y Matwork Places
Documents

- Desktop
12
3
& My Documents
15
16 1=
17
g My Computer
19
|«
21
3 My Metwork

Places
23
24 Flename:  [Econ_z0nz_2011 o]
25

Save as type:

26 | * ‘
27
23 TN
29

30 | 1101935 Spear,Caitl B3

W« v v ECON_2002_ 2011 %)

Ready | 3 |
<4 start

28. Click the Save as type dropdown arrow.
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H9-o-3EBEL) - ECON_2002_2011.xls - Microsoft Excel - =
Home | Inset  Pagelayout  Formulas  Data  Review  View  Developer @ - = x
ey = =55 B <
B & || caibii -l -|[A x| General . % g 3= Insert = ? fﬁ
Er ¥ Delete ~ || (@]~
Paste B I U By~ A - ~ (@3- o 4 |[%8 ;%8| Conditional Format cel Sort & Find &
S ‘ = I A =2 ([ 5h 8 Formatting = as Table = Styles - || [ Format ™ || (3~ Fitter~ Select~
Clipboard Font = Alignment & Number = Styles Cells Editing
Al - £ D ¥
N o T
Save | (B Deskiop vl @ -3 X o
) (DIMy Documents
i My Computer
My Recent &y Metwork Places
Documents
Desktop
Fy Dacumerks
,E,
My Computer
19
.=
2
22 My Metwork
Places
23
24 File name:  [Econ_zo0z_za11 ~
25
Save as typei
26 W
= [Text (Tab delimted) (.64 ~
Unicode Text (*.bt) 2 -
28 01 Spreadshest 2003 (%)
29 Ficrasoft Excel 5.0/95 Workbaok (* ) u
. 5 (Comma delimited) (*,csv)
80| 1101935 Spear,Caitl|83 Formatted Text (Space delimited) (*,prm) v
W 4 v M| ECON_2002_2011 %3 [ m
Ready | 3 | 00% (=) )

4 start

29. Click the CSV (Comma delimited) (*.csv) list item.

o9 [QEE& T ECON_2002_2011.xls - Microsoft Excel =

Home | Insert  Pagelayout  Formulas  Data  Review  View  Developer

O r— = % 1 | Salnsetr || X v ? ['ﬁ
£ 'g S Delete ~ | [g]+
- |@@- % o+ |[%8 8| Conditional Format cel . Sort & Find &
I IESE e IE] Formatting ~ as Table~ Styles = || FodFormat = | 2~ Fiter~ Select~
Clipboard Font i Alignment n Number n Styles Cells Editing

Al - £ D

|- ¢
T cale -l - |(EanaE|
[ A

Paste B I U-
s, B U

«

(@ pesktop

) (L3My Documents
' My Computer

MyRecent | &1y Network Placss
Documents

L= My Computer
19
.
21
= My Metwork
Places
23
24 Fllepame:  |ECON_2002_2011.csv v
25
s Save as type: |csv (Comma defimited) (*.csv) v‘
27
7
29
30| 1101935 Spear,Caitl B3
W« ¥ [ ECON_2002_2011 <% 00 m
Ready | I3 | T o e —r|

<4 start

30. Click the Save button.
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31 The grade roster can now be uploaded back into MyCampus.

Favn'rites Mam'Menu > Curriculum I\janagememt > Grag\ng > Grade Roster

16 2013181 Hamill June | Q uG Schedule A Pending  Detail ot -~

17 1102263 Hamilton,Amy ,_Q UG Schedule A Pending  Detail Diote

181101970 ‘éiﬁg”jmgg"ah [ la uG Schedule & Pending Detall  |Nole

18 1101834 Lally,Maria ’7(1 UG Schedule A Pending  Detail ote

20 1102200 Lawson Hannah Jane ,_Q UG Schedule A Pending  Detail Iiote

21 1100013 McCallum,Eadie Murray ,_Q UG Schedule A Pending  Detail Dlote

22 1101762 g;a;::ﬁ:”‘p”m [ la us Schedule & Pending Detal | Note

231101933 Miller,Nicola Heather ,_Q UG Schedule A Pending  Detail Diote

24 1101717 g;ﬁ';ili‘:éph”“ma Rose ™ g us Schedule & Pending Detal | Note

25 1101609 Pimentil,lona Joy ’7Q UG Schedule A Pending  Detail Diote

26 1101784 Reid Katie ,_Q UG Schedule A Pending  Detail Iiote

27 201385 Smith,Pete ,_Q UG Schedule A Pending  Detail Dlote

28 2013186 Smwke,Sam [ la UG Sehedule A Pending Detal  |Mote

29 1101935 Spear, Caitlin ,_Q UG Schedule A Pending  Detail Diote

301100008 StewartMegan [ la UG Sthedulz A Pending Detal  |Mote

311102202 Underwood,iona [ la UG Sthedulz A Pending Detal  |Mote

322013176 Waedolly & UG Schecdule 4 Pending Detal  Mote

331101736 Wardrope,Gilian [ a UG Schedule A Pending Detal  Mote ]

341101908 WilllamsonLisadane | QL UG Schedule A Pending Detal  Mote ]

| Download Grade Roster] | Upload Grades | Enorlog

/B save | A ReturntoSearch | [ Motify | | Reresh |

Grade Roster Type | Grade Roster
|

< ] | 3
Cone &) Local intranet Fa v B -

32. Click the Upload Grades button.
Lpload Grades

Favorites | Maln Menu > Curriculum Management > Grading > Grade Roster

Existing grades will MOT be overwritten. If you wish to overwrite please remove
grades from the list hefore uploading new grades. Do you wantto proceed?
0.0

oK || cancel |

& Local intranet 4 v ®ioow
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33. If any students already have a grade assigned to them, the roster upload will not
override those grades.

Click the OK button to upload.

5 Mavaenu > Cumcu\uml\janagememt > Grag\ng > Grade Roster

| File Attachment

Selectthe file to upload - please ensure this is in the correct format

| Browse.

| Upload | Cancel |

Done | % Local intranet | oy -| ®aoow -

34. Click the Browse button.

Browse...

0
Choose File to Upload

Lok in | (B Deskiop

@ ’@ECON_ZDDZ_ZDI Losv

My Recent
Documents

@

eskh

&
My Documents

My Computer

@ %) | L]
My Network  File name: | =l [Coeen |
=

Places
Files of type: |AH Files ") Caricel
23

=]
g
]

the correct format

| & Local intranet
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35. Click the ECON_2002_2011.csv list item.

|EEcon_2002_2011.csv

0
Choose File to Upload

Lok in | (B Desktop
{;% ’@E(ON72DD272D1 losy

My Recent
Documents

the carrect format

@ 4| )| >
My Metwork — File riame: ECON_2002_201 v - Open

s | o [ o= ]
Files of type: [0 Files ) -] Cancel

v

% Lacal intranet

36. Click the Open button.
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Favuvntes Ma\nvMenu > Curr\:u\uml\janagement > Grag\ng > Grade Roster

File Attachment

Selectthe file to upload - please ensure this is in the correct format

[ECON_2002_2m1 00w |CBrowse.. ]

| Upload | Cancel |

& Local intranet 5 - ®io0%

37. Click the Upload button.

Favorites | Maln Menu > Curriculum Management > Grading > Grade Roster

D ew Window 2 Help B hitp

=

Upload Results
34 students processed from Grade Roster.

33 grades successfully uploaded dotal number of rows taken from file).
1 grades not uploaded from file

Grades not uploaded:

1101816 - Grade Already Exists
om

Cancel \

Done

& Local intranet 5 - ®oow -

38. Click the O_K button.
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Favuvntes Ma\nvMenu > Curriculum I\janagement Grag\ng > Grade Roster
ENewwindow 7 Help  [# Customize Page htlp ~
201112 Class Nbr: 3655 Economics 28 Secti ADDT
52 Catalog: ECON 2002 SeqNbr: 1
Final Grade Final Grade O Display Unassigned Roster Grade Only
Approval Status: Mot Reviewed
SR

11101616 AdkinClaire Amanda  [a2 @ uG Schedule A Fending Detall  [ote

21101531 BenbemouNatacha  [FT|Q us Schedules  Fending Detal Mot

32013184 BunterHush v e us Scheduled  Pending Detall  hote L

4 1101668 Camphell Lucy ITQ us Schedule A Fending  Detall  Mote

51101750 Carder,Matthew ,FO\ 8]c) Schedule A Pending  Detail Mote

Bat14s  STAbRASTAECLNGE ;g U Scheduled  Pending Detal  hote

71101707 CrollaNadia IZERLEN uG Schedule A Fending Detall  Mote

81102073 Din,Moor-Zehra Mishal ,M_Q 8]c) Schedule A Pending  Detail Mote

91102210 Donnelly, Samantha WO\ 8]c) Schedule A Pending  Detail Mote

10 1102020 Dornan Maria Teresa ITQ UG Schedule A Pending  Detail MNote

11 1102337 Ely,Sara Greta Elizabeth ’FQ 8]¢) Schedule A Pending  Detail Mote

12 2013300 FeatherHeather ’FQ 8]¢) Schedule A Pending  Detail Mote

131101743 Ford,Christie ’FQ UG Schedule A Pending Detail Mote

141102175 Graham,Zoe Fa UG Schedule A Pending Detail Mot

15 2013183 Gwelf Jill ’WQ UG Schedule A Pending Detail MNote &
< | 5
avascript: submitéction_winO(document wind, #1CPanelD’; & Local intranet - ®w -

39.

Grades have now been added for all students on the grade roster.

The grade roster must be approved before the grades can be posted.

40.

Click the Grade Roster Type tab.
" Grade Roster Type

Grag\ng > Grade Roster
Elnewwindow 7 Help [ Gustomize Page B it
CowrselD: 101136 Economics 2B Offer Nbr: 1 University of Glasgow
Catalog: ECoN 2002 Class Section:  ADO1 2011-12
Use Blind Grading Class N 3655 Semester 2
I —— oo i
1 [FinalGrade || [Final Grade ot Reviswed |v] oro0® it dl O | creat || Post | wview | [F =
B Save | [ RetuntoSearch  [Z] Motity | | Refresh
Grade Roster Type | Grade Roster
< | >
& Local intranet v ®aow -
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41. T.ochange the Approval Status to approved click the dropdown arrow.
42. Click the Approved list item.
[Approved |
43. The grade roster is now ready to post. Rosters can either be posted individually or they

can be posted as a "batch™ of rosters, for example, rosters for all courses in a specific
subject area or for a particular School. In this demonstration the grade roster will be
posted individually.

If not all students on the roster have a grade assigned to them the Partial Post option
must be ticked before posting. In this example all students have a grade assigned.

E‘ University

7 of Glasgow
Favn_ntes Mam_Menu > Curiculum Management > Grading > Grade Roster

D ewwindow P Help  [# Customize Page = hity

Grade Roster
CourseID: 101136 Economics 28 Offer Nbr: 1 University of Glasgow
Catalog: ECON 2002 Class Section:  ADO1 2011-12
Use Blind Grading Class Nbr: 3655 Semester 2
1 Final Grade Final Grade Epproved + | 10r1iz011 Ready fo Post | Post || Wiew =

[ save [\ ReturntoSearch  [=] Notity » Retresh

Grade Roster Type | Grade Roster

& Local intranst Fh v im0 v

44, Click the Post button.
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|_| University
slasgow

Favuntes Main Menu > Curr\:u\umManagement > Grad\ng > Grade Roster

ENewwindow P Help  [# Customize Page htlp
Grade Roster

Course ID: 101136 Econamics 28 Offer Nbr: 1 Universf
Catalog: ECON 2002 Class Section: ~ ADO1
Use Blind Grading Class Nbr: 3655
R === M
*Grade Roster Type | *Description roval Status roval Date | Grading Status Post. [
1 Final Grade Final Grade Approved 10115201 Posted 101172011 Wiew

Resit Grade | [Resit Grade Mot Reviewed v create | | Post || view | _

B Save | & RetuntoSsarch | [ Metify | | Rstrash

Grade Roster Type | Grade Roster

< | >
Done & Local intranet - ®w -

45, Two results are displayed for this post. The Final Grade roster is displayed with the
status Posted and the option to View only.

A Resit Grade roster is also displayed with the option to add and post resit grades. The
Resit roster will contain any students who are eligible for a resit.

46. Click View to see the final grade roster.
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Favuvntes Ma\nvMenu > Curr\:u\uml\janagement > Grag\ng > Grade Roster

- e o |

ENewwindow P Help & Customize Page Blntp &)

niEn

Find First B 1or2 O

Term: 201112 Class Nbr: 3655 Economics 28 Section:  ADD1
Session: 52 Catalog: ECOM 2002 SeqNbr: 1
Roster Type
Final Grade Final Grade Posted O Display Unassigned Roster Grade Only
Approval Status: Approved

L
us

11101616 Adkin Claire Amanda Schedule A Posted Detail hote

21101531 Benbernou Natacha F1 F1 UG Schedule A Posted Detail Iiote
32013184 Bunter,Hugh 'S My UG Schedule A Posted Detail ote
4 1101668 Camphell Lucy c1 1 UG Schedule A Posted Detail Mote |
51101750 Carder,Matthew B3 B3 UG Schedule A Posted Detail Mote
5014 STanbedennErLngg g s Uo Scheduled  Posted  Detal Mol
71101707 Crolla,Nadia A3 A3 [8]c) Schedule A Posted Detail Mote
81102073 Din,Moor-Zehra Mishal — F1 F1 UG Schedule A Fosted  Detall  Mote
91102210 Dannelly, Samantha h Iy UG Schedule A Fosted  Detail [ate
10 1102020 Dornan,Maria Teresa c1 1 8]c) Schedule A Posted Detail Dlote
11 1102337 Elg,Sara Greta Elizaketh 83 B3 UG Schedule A Posted Detail Dlote
12 2013300 FeatherHeather A2 A2 UG Schedule A Posted Detail Iote
131101743 Ford,Christie A3 A UG Schedule A Posted Detail MNote
141102175 Graham,Zoe F1 F1 UG Schedule A Posted Detail Mote
15 2013183 Gwelf Jill h by us Schedule A Posted  Detail MNate
16 2013181 Harmill June 1 (s3] 8]c) Schedule A Posted Detail Mote
17 1102263 Harmiltan, Army B3 B3 us Schedule A Fosted  Detall  Mote
inliimanan JacksonRosannah . . e PR P PSR A
< | >
avascript: submitéction_winO(document wind, #1CPanelD’; & Local intranet - ®aow -

47. The Final Grade roster displays the Roster Grade, the original grade awarded to a

student, and the Official Grade, the "best" grade awarded to a student (where, for
example, a student has had more than one attempt at the course).

Click the Grade Roster Type tab.

|f Grade Roster Type N

[_E’Nemednw ? Help [,/Custnm\zePage hﬂp

=)
Grade Roster

CourseID: 101136 Eronomics 28 Offer Nbr: 1 Univers
Catalog: ECON 2002 Class Section:  ADO1
Use Blind Grading Class Nbr: 2655

1 Final Grade Final Grade Approved 101152011 Posted 101152011 Wiew )

2 [ResitGrade v [Resit Grage Not Reviewed Fl Fl Create | Post | iew

Save | A Returnto Search Motify | | s Refresh
¥

Grade Roster Type | Grade Roster

< | >
Dons % Lacal ntranet v ®00% v
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48. To see the Resit Grade roster click the View button.

Favn'ntes Mam'Menu > Curiculum Management > Grading > Grade Roster

Grade Roste B ﬂﬂwﬂ

[_E’NEWW\TMDW “? Help [,r/CuamrmzePagE hrlp s |

=

Term: 201112 Class Nbi: 3655 Econormics 28 Section:  ADDY
Session: 52 Catalog: ECON 2002 SeqNbr: 2
Resit Grade Resit Grade O Display Unassigned Roster Grade Only
Approval Status: ot Revigwed
e == =
11101534 Benbernou MNatacha liq F1 UG Resit Grades  Detail Mote F1 Schedule A
212013184 BunterHugh liQ My UG Schedule A Cetail Mote My Schedule A
31102073 Din,Moor-Zehra Mishal ’7Q F1 UG Resit Grades  Defail Iote F1 Schedule A
411102210 Dannelly,Samantha ’7Q My UG Schedule A Cetail Iote My Schedule A
51102175 Graham,Zoe ’7Q F1 UG Resit Grades  Defail Iote F1 Schedule A
62013183 GwalfJill ,_Q My UG Schedule A Detail Iote My Schedule A
71102200 Lawson Hannah Jane ,_O\ F1 UG Resit Grades  Defail Iote F1 Schedule A
21100013 McCallum Eadie Murray ,_O\ My UG Schedule A Detail Dote My Schedule A
91101784 Reid, Katie ,_O\ F1 UG Resit Grades  Defail Dote F1 Schedule A
102013165  Srmith,Pete [ am us Schedule A Detail  Mote MV Schedule A
111102202 Underwood lona [Tlam  us Schedule A Detail  Mote MV Schedule A
Download Grade Huster. Upload Grades ] Error Log

& save | & ReturntoSearch [ Matify | | Refresh

Grade Roster Type | Grade Roster ~
£ | ¥
avascriptipAction_win0{document, wind, GRADE_ROSTER_CRSE_GRADE_IMPUIT$prompt$0'); & Local intranet 45 - Haoow -

49, The Resit Grade roster lists all students who are eligible to resit the course. Resit
grades can be added once known.

50. End of Procedure.
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